
 
                                Non-logon Filing of Sales and Use Tax Return 
 

Use this document as a step by step guide to use the non-logon sales and use tax filing 
option.  To begin the process, visit https://tntap.tn.gov/eservices/.  

1. Select the “file sales & use return” hyperlink. 

 
2. Next, select an ID type in the drop down. You can choose from these IDs: 

a. Account Processing ID:  Account ID is the new sales and use tax account 
number you should have received in recent correspondence from the 
Department of Revenue. It is 10 digits long and is formatted as 1234567890. 

b. Location ID: Location IDs are your previous sales and use tax account 
numbers with a zero in the beginning.  For example, if your old sales and use 
tax account number was 104908800, you will enter 0104908800 as your 
location ID. 

c. Federal Employer ID Number:  This is your FEIN, or Federal Employer 
Identification Number, that is assigned to you by the IRS. 

d. Social Security Number:  This is your SSN, or Social Security Number, that is 
issued to you by the federal government.  It is 9 digits long.  

3. Enter the appropriate ID 
4. Select a filing period.  For your filing period to be valid, you should enter the last day 

of the month for the end of the period. For example, to file for the February 2017 
period, you should enter 28-Feb-2017.  You can also use the date selector icon to 
select the date. 

5. Select the “next” button. 

 

 

https://tntap.tn.gov/eservices/


 

6. Next, you must enter filing details for each location you have. These locations are 
identified under the “location ID” column.  TNTAP displays errors to notify you when 
additional information is needed. First is the red label that reads “Select a Location 
ID below to review any errors before proceeding.” If any locations are in error, this 
label will appear.  Upon logging in, all locations will be in error because no 
information has been entered.  To identify a location with errors individually, use 
the exclamation point icon to the left of the column. 

 

7. To begin entering filing details for a location, select each individual location ID 
hyperlink. 



 

8. Next, within the sales detail box, you can select whether it is your final filing for that 
location.  You must also select whether there are any sales to report for that 
location.  If you answer “yes,” you must provide additional details for that location.  
Additional yes or no questions will appear that must be answered within the return.  
If a field appears in red, it must be resolved.  If you select “ok” before resolving a red 

field, the exclamation point icon will remain, and you will not be able to proceed. 
 
If no is selected, simply select “ok” to proceed. 

 



 

9. Continue this process for each location. 
10.  Once the detail for each location is entered, you can proceed.  To ensure there are 

no issues, you should see no red message that says, “select a Location ID below to 
review any errors before proceeding.” There should also be no red exclamation 
point icons.  If these remain, you will encounter the following message box once you 
select “next”. 

 
If there are no errors, select “next”. 



11.  Next, you are taken to the summary screen.  The summary screen sums up all of 
the information you have entered for each location previously.  Here you have the 
option to enter a credit memo balance or anticipated penalty and/or interest as 
well.  All other fields are not editable.  Select “submit” when you are ready to submit 
your return. 

 
12. Enter your email address and confirm your email address.  Select “ok”. 

 

 
 

13. Next, the confirmation screen is displayed.  Your confirmation code is provided.  A 
printable view is available by selecting the “printable view” button.  Additionally, 
payments can be made by selecting either “pay by ACH Debit” or “pay by credit 
card.” 



14.  After selecting the appropriate payment option you are asked to answer the two 
questions below. Select the answers that are appropriate for you. 

15.  Next, you must select the type of payment you would like to make.  Use the 
following table to determine which is appropriate for you. If intending to pay for a 
return that was just filed, select Return Payment. 

a. Account Payment: This payment type will pay debts on the account 
beginning with the oldest debt being paid first.  Example, you have debt on 
your sales and use account of the following amounts for the specified 
periods.  

December 2016 $100.00 
January 2017 $200.00 
February 2017 $500.00 

You decide to make an account payment of $300.00.  The debt for December would first be 
paid off, then the amount for January would be paid, leaving a remaining balance of 
$500.00 still due for February. 

b. Audit Payment: Audit payments will be automatically paid towards periods 
that are under audit. 



c. Collection Payment: Collection payments will be automatically paid towards 
any open collections for the taxpayer. 

d. Customer Payment: Customer payments will pay the oldest debt across all 
tax types currently available in TNTAP.  For example, you have the following 
debt on various accounts. 

Sales and Use Account Nov 2016 $100.00 
Liquor by the Drink Acct. Dec 2016 $200.00 
Tobacco Account Jan 2017 $300.00 
You decide to make a customer payment of $400.00.  First, the debt for Sales and 
Use for the Nov 2016 will be paid, next the debt for Liquor by the Drink Dec 2016 
will be paid, and last the part of the debt for Tobacco Jan 2017 will be paid, leaving a 
$200.00 balance. 

e. LDB Bond Payment: This payment type is sued specifically when making a 
payment towards a liquor by the drink bond. 

f. Return Payment:  This payment type is used to specifically pay off the debt 
associated with filing a return. 

g. Tobacco Bond Payment: This payment type is used when making a payment 
towards a tobacco bond. 

h. Tobacco Stamp Bond Payment: This payment type is used when making a 
payment towards tobacco stamps. 

16.   Enter all of the information remaining on the screen. Note: Remember to verify the 
address.  If you attempt to move forward before it is verified, you will encounter this 
message.  Select “next” to proceed. 

 

 



 
17.  On the next screen you will enter the information that is specific to your bank 

account including bank account type (checking or savings) , routing number, bank 
account number, confirm bank account number.   You must also select the period 
for which you want to pay, the amount to pay and confirm the amount to pay. 



18.   Select “submit” and enter your email address to submit this request. 
 

 
 

19.  Next you are taken to the confirmation screen where you are provided a 
confirmation code.  You can also view, print, or save a copy by selecting printable 
view. 

 


